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' ABSTHACI * ^ • • * . ' 

This .brief guide described the Career Planning 
Support System (CPSS) , a career- guidance aafiagement system Resigned 
. to be integrated into a high school's operati9ns and also designed- - 
far district or state ^pplicalMon* The guide cover's the foilcning 
asgects of CPSS: (1) the CPSS perspective .and five skill categories 
(self-avareness, social avareness, and pers<hial decision making; 
career exploration; job acquisition , and ^djustmeiit; education and 
training exploration; and education and ^training acquisition and 
adjustment); (2) • the CPSS process (three steps).; (3) benefits; (U) 
\cost, personnel need^, and equipaent and supplies; (5) information on 
^eld testing; and (6) an availability statement. (SH) 
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♦ Documents acquired by EBIC include matiy irfcrmal, unpublished ♦ 

♦ materials not ayaijlable from other* sources. EKIC makes every effort ♦ 

♦ to obtain the best copy. available. Nevertheless, *items of marginal ♦ 

♦ reproducibility are often enpountered and this <if£ects the quality ♦ 

♦ of the microfiche and hardcopy reproductions EBIC makes available . ♦ 

♦ •via the ERIC Document Beproduction -Service , (EDBS) /^DRS' is net ♦ 

♦ responsible for the qualify of the oriqinal document. Beproductions ♦ 

♦ supplied by EDBS are the best that' can be, made from the original. ♦ 
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Why Career Guicflnce? ' ' * \ ^ 


it:sour 

RESPONSIBILITY 
4 


Gener^ly, American educatton'is he'ld'responsible for preparing literate, productive 
cftizens* For many students, tK^s means getting a jobor not getting a job. Preparing 
the citizen/employee today is a difficult task in our dynamic sodety, there is no indi- 
• cation It wilPbeconrie easier. ^Schools must prepare students to ^ope with changes that . 
affect their wdrking lives. Besides the 3-Rs, students need so Jnd career skills for their 
personal development.. 


\ 
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•■■ ■ V 

A 

UNIQUE * 

V • 

/ APPROACH 

» 


The Career Planning* Support SystenTfCPSS) is art innovative approach to improv- 
•fig high sch(jol career guidance programs. It sefeks to overcome the. traditional problems 
associated with depending exclusively on guidance counseiors \o pVovide all career, 
guidance services. . * / - 

' ' . .- >. 

CPSS shows a school now to buHd a comprehensive career guidance program 
based primarily on student needs. CPSS^uides, rather than prescribes, the upgrading of 
the career guidance program. 'It is a bold approach to being accountable to students, v 
parents, and taxpayers. 

^ CPSS is a*career^ guidance management system designed to be integrated, into the 
school's operatfons. It is not intended as a short-term, here*today*gone*tomorrow pro- 
gram.. , . / ^ 

Additionally, CPSS can-be used beyond the school as an operational career plan- 
. ning model fjb/ district or state application. * ' ' 4 

• ' 7 ♦ ' • . 
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Thfe QPSS Perspective , 



CPSS focuses on the essential skills that students n.eed for tHeir career develop- 
-ment-skifis that enhance a student's ability to make decisions about and pursue his/' 
ner own career goals and skills that hav^ lifelong, application. 

^ / ' . J 
Many necessary career development skills can be identified/Your school may 

already have selected some. CPSS identifies five skill categories as fundamental for 

studeats' career development. X 

^ • Self-Awareness, Sociat Awareness, and Personal Decision Makingsk\\\% needed 
to better understand self-interests, abilities, and values, and to.make personal 
career decisions/ ' ' ' 

Career Exploration— ^sk\\\s needed to find meaningful information 'about ^ 
occupations. 

• Job Acquisition and AdjustmentsklWs needed to locate, obtain, and adjust 
to a job, wh«*her it be the first or a subsequent job.'^^ \' \ 

• Education and Ttainihg EpcplorationskWH. needed to find information abolit 

. schools that further one's educatiort beyond high school. ' ' ^ 

• Education^nd Training /Acquisition and AdjustmentskiWs needed to locat^ 
enter, and adjust to a school. » * - • * ^ 

' * • . : \ 

These five categories, frohi the perspective of CPSS, represents the minimum career . 
deveFopment skills a^hoorrcurriculum should address. They provide a.nucleus for 
future program goal development. - ' ' * " \ 

CPSS is flexible^e'nough that other goals may be added or substituted freely. , ^. 
If your high school, school district, or state department of education is committed to \ 
other career development skills, you will find CPSS can easily accommodate most \ 
positions. 
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/ SYSTEMATIC 
' APPROACH 



TheCPSS Process, 



1. PLAIMNING 



Organizing for CPSS: Leadership is required to begin planning anc^to sustain the 

$ffort to upgrade a career guidance program. One person, using CPSS as a manage- 
ment technique, cobrdinaftes activities. This coordinator can be a guidance 
specialist or another professional of the^ school staff. / v 

The principal, ^with any successful schoolwide activity, must play a dear an 
supportive^ roje uj the execution of CPSS. The principaLand the coordinator 
must work cooperatively throughout the CPSS process. 

A pern^nent Steering Cqmrnittee (5'7 members), an Advisory Committee, and 
two temporary task forces are fbrmed from re[/resentatives of the faculty, stu- 
. • dents, Snd tKe community. Activities are designed to involve each'person and to 
^share the Jf/ork load» * - * 

^ identifying Needs anti Resgurces: Task forces, using survey questionnaires, collect, 
tabulate, and interpret data-ftQm parents, Recent graduates, students, and 
faculty on student career developnf1i"entne.eds. Strengttjs as well as deficie^ctes 
in fhe-schooi's career guidance_program a^e'ass^ssed^ 

/■ 

^ ' School and community resources-for supporting student guidance activities are 
inventgried, accounted for, and evaluated to optimize their efficient use. 

Stiaping Goais: Using survey data, the Steering Committee formulates goals to meet 
\ students' career development needs. Core goals are identified in the CPSS along 
with instructions for writing additional goals. . - • , 

* > • . ' ♦ 

The skills, knowledge, and attitudes students should have are defined by the,^ 
goals that are developed. The CPSS procedure insures that each goal is a signifi- 
cant response to student needs identified by the survey, 

i ^ 

Goals are then made more specific and measurable by preparing behavior^al 
tives. CPSS provides self-iristriA:tlonal guidelines for writing tffese. 




incrementafEXps/hs^n^he number and type of goals to be implemented are ^ 
matched to existmgiTesoiJrcesJQie^program isBxpanded as additional supportive^ 
resources becohne available. 




/ 



" 2.ilVIPLEIVlENTATI0N ^ , . 

• Moving Plans Jio Action: There are usuailT'altern'ative'methods to achieve program 
goals and objectives. The task is to choose instructional or guidancTmethods 
that arfe' most appropriate for students. CPSS helps to choose effective methods 
which use sclibol resources efficiently. ^ . * 

CJoafe, objectives, methods, and, resources are blended into learning activities * 
^ called'career development units (CDUs). A.CDU attempts to achifeve one or a 
closely related set of^r^er^xi$v6Iopment go'als. GDUs state behavioraUpbjectives 
for each goal, instructional methods and resources for each objective, and^a 
strategy for implementing thie gnits into the curriculum. ^ 
> . \ ' _ 

: ^ 3: EVALUATION 

Assessing the Guidance* Program: Three levels of evaluati'ori t^ke place in CPSS. - 

Ftrst Levei-CDUs are evaluated at their conpfpletion to determine vyhether stu- 
dents achieved the expected-outcoPD^s. Additionally, assessments by teach'efs 
.and students about the usefulness of the CDU are4;ecorded. 
.* , . 

Second Levei-An an^nuBl program re\^iew is conducted for all CDUs. The 
program's effectiveness is assessed and a plan for the coming year is developed. * 
The CPSS process continues developing and modifying CDlJs. 

' Jhird lei^Z-Reassessment of the total program is suggested every two fo three 
^Vears. The CPSS process is reinitiate fo determine changing career development 
needs of ^dents and*to adjust the career guidance program to accommodate 
• ^ these changing needs. . . 

The CPSS process continues to improve the school's career guid^nce^prbgram 
incrementally by responding to its students' changing-car^er development needs 
" flejmaximizing the use of available resources.^ * 
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PROGRAM 



\ 



What It Does for You . J ^ " . . • ^ , ' 

Ma^y benefits^to the school and to-tts students, result from the application 
ofCPSS/. ^ ^ ^^^'^ 

•-Hncceased student and stiff participation in the career guidance progfam 

♦ A set, of student career develofJment needs . 

> • A descriptive record of school and community resources available xo support 
^ career development activities • ' ^ 

\ • A prioritized list of career development goals for stvdeats' t * * 

f A number Of behavtoratly stated obje£;tives designed to achieve goals . 

♦ Locally tieveloped-'instructional or guidance strategies and methods (career 

• development lUnits) desigped to achfeve^career development ^oals for students* 

A capability to plan, implement, review/evaluate, and.upgrade career develop- 
ment activities on a contiriuing basis. * 

Most of thes^ results ocftur within one school year; others may take longer. The degree 
, to which benefits become evident, of course, is directlyj related to how actively stu- 
dents, teachers, administrators, and cotrnselors become Invok/ed jn the CPSS^process'^, 

• Continued use of CPSS will enable you jto know /our students' career develop* 
ment needs and to desi^n.^^jj^tegis^ to meet those needs. In time, by effectively 
applying the CPSS process, the ultimate*outcome-grac uates With career development . 
skills to become productive citizens/employees in our society-can be re^ljzed. 



■J 



YOUR 
SCHOOL'S 



CpMMITMENT ' 



ERIC 



The Career Planning Support,Systerti , 

y * t • • 

The tJost of a complete set of CPSS materials tQ Implement the program is 
^ SSO.OOr Ajdeiailed listing of the materials is shown atithe back of this booklet. . 

School Personnel . ^ ' * ^ ^ , 

^ % / ' 

The apf^rpximate numbej of staff positiofTS and estimated time reqilirements 
over -a one-year pVriod ar^i ^ * . <• ^ V \ 

'» - ' 

♦ A pPSS school coordinator at 50. percent time. (This should be viewed as • 
^ P^rt of his/her normal*'schoolresponsifailities when considering school out- 
comes and Ben'efits.) ' \^ ^ 

^ ^ , ' ^' . ' 

• Rve tirf seven Steering Cpnrmiittee members (3-5^ faculTy /staff and 2 students) 
at an averag^ of one and ong-!\alf hours Rer yveek* 



• Forty task f^bree meVribers (16-20 faculty/staff and 18-20Uudents) at an^ 
I average of 2 hours p§r we^ for 8-10 weeks " ^ ' 

/ . ' 

An individual cnay s^rve in more than one positibn. Also, the numberjjtCESS tea^n 
♦ members may b^ScalecT down ward if the school population is less ffianeOoT^ 

School Equipment'and Sifpplies 

Supplies anrf equipment rteeded during the first year of CPSS include; 

. • Printing/Duplicating , \ ^ 

-questionnaiVds-irnpresslons totaling approximately 8.5 times the student 

population ^ ^ * 

'-miscellaneous-apFVoximately 200 impressions., - 

• Postage (if questionntaires are mailed) 

• Office supplies (excluding reproduction paper) , 
—two reams of letterhead 

^ —l,400.bbsiness-size envelopes (school logo) 



/• Equipment— filmstrip projector/cassetfe^tape player (remote control and 
- ^ synch rpQizina capaciMly optional) 

] '/^Supplies needed during subsequent .years ofuswig CPSS will be at a reduced 
""level ' . V ' 
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A 

PROGRAM. 
THAT 
WORKS 



Student Oriented Career-Guidance,. . . « ^ u ' 

The Career Planning Support Sy^em was developed and field tested over a five- 
year period by The Center for Vocational^ Education under the sponsorship of the 
National Inst^tutej&i-Educatioo. '* , * - 



Twelve states participated in a two-year (1974-76) field test of CPSS. Thirty- 
eight individual schools, ranging from rural ^hools bf less than 100 students to large 
urban/suburban scJiools*of more tharv2v000 students, completed the testing. Career 
guidarlce services were reportedly improVed during the field test and more than 500 
career development units^were generated- by th6 schools, 
\ ^ ' ^ n 

CPSS is a student-oriented career guidance program'based on the experiences 
of this fielrf application. - . 

* CPSS FIELD TEST SITES ^ . 

' * , 1974-76 



StBXe Department of EducatJbn 
Coor(fin^tor$ . * ^ 

Wanda J. Cooksey &yern Williams, 
Guidance Ssrviices Section, Juneau 



• * • • sj 

'Paul Bennewitz, Delbert Jerome, Veda" 
Syers, & Ken^aarson, Division of)Car8er 
&.Vocational'Edudiiibn, Phoenix 

W. Gary Steinhllber, Division of " 

Guidance Services, Frankfort 



School Coordinators 



James Mahrt & Rober t . St ou t, 



V<5cational.Education & Career 
Development Service, Lansing, 



1^ 



ALASKA 

Meri Holden, Koaiak-AleutianT^egionat High School, 
Kodiak , <^ * ♦* 

Duane-Lones & Saundra Porter, ^sitne Valley High, 
School, Talkeetha ^ 

Je§n Long, Wasi||a Higl^ School, W&sllta 

ARIZONA . , . ^ 
Herm Van Loonen S(,Neal Eibef, Flagstaff & Coconino 
—High Schools, Flagstaff V * - • ^ 
Ruth Wick's, Mingus Unio>i High'^chool, Cottonwpod \ 



KENTUCKY " 

Fay Sykes, Paul Blazer High School, Ashland ' 
Ezekiel Vargas,*CampbellCfbunty High School, Ale;<a 
Alexandria ^ • - - • 

-Charies Janes, North Harain High School, Radcliff 

MICHIGAN ' ^ * 

Mcucy Paulkner & BarbaVa EdWards,*C5enby High 
SchooL DetroU ' . « 
Donald wielvin, Godwin Heights Hi^^School, Wyoming 
James Stiles', Hill Community.High School, Lansinfl 
Gene Wiechec, CM. Kimball High School, Royal Oak 
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State Department of Education 
Coordinators \{j 

Joe Mc Daniels, Vocational Education 
Divisidti, 3ackson » { 



Marion Starr « Guidance Servicds, 
JeffersorfCity . 



Del Gustin St-Neil Christianson, 
VoQdiional & Career Education, 
Helena 



Josephine Hayshp, Career & 
Vocational' Education, Contord 



John J. Knox, jr.,Guidani 
Raleigh 



RtchardVSreen, Guidance & 
Counseling, Columbus 



Russei Whitaker, Paul Warner, 
Scott Orme* Pupil Personnel Se^ 
Salt Uke City 



Carol PenR^& Darrell Mines, Pupil 
Peisonne! Services, Olyrnpi^ and 
Seattle 




School Coordinators ^ 

MISSISSIPPI ^ » 

Bill Roach, Lafayette County High School, Oxford 
Lou Bergeron, Oxford Hiah SchooJ, Oxford 
Buford^Crane, Southeast Lauderdate-High School, 
Meridian ' , * 

MISSOURI 

Bill Mohie, Central Senior High School, Flat River 
Jim Telken, Normandy Senior High School, Normandy 
, ^dna Rjncher,-Park Hill Senior High School, Kansas 
City 

Bill sparks, ParkwayJ^est Senior High School, Ballwin 
Torn Ami, Rock Bridge Senior High School, Columbia 

MONTANA 

Weldon ^Ounter,SQeley'Swan High School, Seefey Lake 
Joe Roberts, Missoula County District Schools, 

Missoula ' 
Darlene Smith, Sentinel High School, Missoula 
Marolane Stevensor), Hellgate High School, Missoula 

NEW HAMPSHIRE • , ^ 
. Mik&Cummings, Skip Pr^dr,& R^V Parkin, 
Sommer^worth High School, Sonrimersworth 
Ed F^rhm, Contoocook Regional Valley High School, 
^Peterborough 

Richard Walsh, Winnacunnet Higl} School, Hampton 
NOpiH CAROLINA 

Dorothy Francis, R.J. Reynolds High School, 

Wins^on-Salem^^ ' * ) 

Juarina Oue^V, Ceni^l Cabarrus High ^hool. Concord 
Gwen Simmons^Douglas Byrd High Scbool, 

FaYetteviliej , ' \ %^ 

OHIO ) 

Melissa Cummins, Garfield High Scfioo/ Garretsville 

UTAH ; ^ • 

Grant Johan&en, North Sanpete High School, Mt.* 

Pleasant f . . 

.Ken.Littlefield, Ben Lomand ^igh School, Ogden 

WASHINGTON 



Barbara Gr^gory.^lssaquah High School, Issaquflh 
Robert Hansen, Mark Morris High School, Longviei 
..Robert Lihgow& Helen LiQberg,West Valley High 
School, Sppkane 



School, Longview* 



Liela Nicholas, Interlake^entor High Sch*6oK Bellevue 
Doris Smith, Wal^ Walla His(h School, Walla Walla ~ 



IT'S YOUR 
DECISION 



" ; — * \ * ' ' 

Should Your School AdoptXPSS I . . ' * k 

t » 

* ' a 

Hopefully, you have decided CPSS is appropriate for your school. We, at The 
Center, beliaye any high school can improve its carreer guidance services with the Career 
Planning Support System. • r ' 

, Why not share this bookfjet with your colleegues? See what they think. Also, feel 
free to contact the CPSS developers at The Ce*nter fof Vocational Education for*addi' . • 
tional information: , , 

<^ ' 

Ordering ihformation forjhe CPSS materials appears at the back of this booklet. 
Before your CPSS set arrives, select your program coordinator. When the materials 
are delivered, the coorindator will find complete instructions for starting and continuihgv 
CPSS in the Coorditlator's Training Guide. In the meantime, your CPSS coordinator 
should read this booklet, 2 ^ • * ^ • 
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ASSISTANCE 




Technical SeVvlces ... / 

• While CP^S.is designed to l^p self-instatlable, The Center does offer technioa) 
assiistancelo schools implementing and using CPSS. Qualified represeptatives of The 
Center will assist in preparing ypur sdhool coordinator and other key Itaff to use CPSS 
or troubleshoot problems that nr|ay Vise. Workshops are available for schools pr educa- 
tionaf agencies. ^ ^ . 

• 'f 

Specific services (and cos^s) are identified in response to your rfequest for ; ^' 
assistance. For information about these services contact: * ^ 
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, ' THE CAREER PLANNING SUPP0RT,SYSTEM 
Pojblished by The Center for Vocational Education 

Career Planning Support System (Complete Set of GPSS: RD 1 19-$80.0P) 



Coordinator's Traujmg Guide (RD 119 A -$4.40). A self 
mst^uttionahtrammg guide for thne CPSS Qoordmator 

Coordinator's Handbook (RD 1 19B-$6.25). Step bv step 

• procedures for managing and implementing CPSS in the 
high school. 

Camera-Ready Forms (RD 119 B/M~$7 40). A reproduc- 
ible copy o^ach form needed for the questionnaires,^ 
mstrliQilJ^ns^PSS Program Intormation File, etc 

Advisory Committee Handbook (RD 1 19 C-$1 .75) Defmes 
the responsibiUties and duties of the Advisory Committee 

* members. (Complete set includes 10 copies.) , * 

Assessing ResQurces (RD 119 D-$4.50). Guides the resource 
leader in directing a t^sk force to collect information on and 
account for the uie of resources in the school and community 

V 

Assessing Needs:, Survey ing {RD 119 6^-31.90). Provides 
instruction for preparing, administering, and collecting 
questionnaires for students, graduates, parents, and 
faculty/staffs (Corrlpletft set includes 5 copjes.) 

Assessing Needs: Tabulation (RD 119 F-$3.80).* Instruc- 
tion in manually tabulating diita collected Qn questionnaires, 
(Complete set mcludes 5 copies. T 



Analyzing Methods {RD 119G-$1.75). Directs the methods 
specialists abcut^^he availability and application of guidance 
methods and how to integrate this knowledge during the con- 
struction and review of career development units 

Manual for Writing Behavioral Objectives (RO 1 19 H-$3.2^. 
A sel?*instructional resource for the behavioral objectives 
specialist. * ^ , 

Writing Behavioral Objectives (R'D 1 1*9 l-*$1 .75) Informs the 
behavioral objectives specialist about the*function of behavioral 
objectives m the construction of career development units 

y*roducing CPUs (RD 1 19 J~$1.90) Provides direction for 
developing career guidance/development activities. (Complete 
set includes 10 copies.) ^ 

Film strip /Audio Tape Presenta^ioh^ iHO 1 19 K-$1 5.00). 
AV-1 - "An Orientation to CP6S"-Dej^gn^ to orient int^- 

ested persons or special groups^ CPSS. 
AV-2. • "Shaping Program Goals VAn overview of how ^ 
« the needs and resource e^ssessment lead to goats 

for your school. \ ' ' * « , 

AV-3: " "Behavioral Obiectives^-^sed wjth the behavioral 

objectives manual. ^ * \ ' 

AV-4v "Producing CDUs"— An overview of the career 

development unit process. 



ORDERING INFORMATION. All prices include postage and handling. When ordering use series nurnbers and titles. Orders of 
$10 00 or less wjl be accepted on a cash, check of* money order basis only. Purchase orders will be accepted for orders in excess of 
$10 00 Ptease make check or money order payable* tg THE CENTER FOR VOCATIONAL EDUCATION.*Mail remittance and/or 
purchase order jto CVE Publications, The Ohio State. University^ i960 Kenny Road, Columbus. Ohio 43210. (Prices subject to change.) 



DISCOUNT POLICY. Discounts on quantity orders ore offered as follows. Orders for-five (5) or more items, as listed by series , 
number and title, with a total dollar value fo^ the order of ^ ^ ^ ' ' 



$ 50 to $100 . 
'$101 ^o$200 
$201 to $300 
$301 to $400 
$401 and ^bove 



the -discount is 



■ 5% 
10% 
15%. 
20% 
25% 



10 



7^ 



^.^-X , 

CPSS Dechdion Guide is des'igned^fo^elp -yoo reach a decision about . 
u^ing the Cafeer Planning Support System,.a positive, rational apF|pach 
to deiivering-career guidance. • . ' ' 



The Center for Vocational Education's mission is to 
increase the ability o^<fjverse agencies/institutiogs/ 
and organizations to solve educatjpnal problems 
relating to individual career planmng, preparation, 
and progression.^^ie Cenitqc fulfills its rTii$3ion by: * ■ 

Generating knowlj^dge through research* 
7Developing educational proqram^and products ^ 
Evaluating individual program needs and> 
outcomes . , ' 

Installing educational prografns^fidVroducts " , 
Operating infornriation systems and services ^ 
Conducting leadership development and training 
progran;is. / ' ^ * . . ' . 



•- 



Jhis publicatton^was prepared pursuant to a contract (Np. >vJE-C-o6-3-0079) with the National Institute of Education, U.S. Dejart- 
nnent of Health, Education, and Welfare. Contractors undertaking stich projects under government sponso'rship a/e encouraged to 
express freely their j^udgment in professional and technical matters. Points of view or opinions do not, therefore, necessarily represent 
official Nationallnstitute of Education p(S»tion Of policy. ' . * ' . 



